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ABSTRACT ;
_ - This .manual for st vdent assistants employed in tae
goYernment doc wment secticn of the Fastern Kentugky Unpiversity
Library covers policy axmd proced ur4s ami use of the major reference
tools in this arei. General” polici+4s—apd procedures relating to
vorking hours and c<onditicis, and qgeperal responsibilities are

@iscussed, as well as shelving T ul«s ~amd procedures for federal and

state documents ald nicrofiche, tizculation of government document
materials and policy «on keeping of statistics are included, aiong

with sanple Jogs and other recordkeeping forms. The basic reference

gsources covexed include the Monthly Catalog of U.S. Government

“Publications, ERIC' s Resources L) Bdwca tion, the congrassional
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Information Ser-vi e Index (CIS), amd the American Statistics Index. A
subject index is also imcluded, (puatkeor /M BR) _ :
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. It covers SGﬂE ?fsthé major Lools’used in retrieving d@cumeijs and how

f - [
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) PRERACE S
“This manual is aimed at introducing all student aséistamtafin the

HGVErﬂment-Documenta Section, John Grant Crabbe Libr&ry, Ea;tﬁrn Kentucky

Univefﬂity, Richmgnd, Kanhucky, ta the world of gBVETﬂmEﬂL dccumenbg

) ®

4
. 3 ‘ B B . : ' - . .
to'use themhaF well ag rules.and procedures in areas such as, shelving,

finek, student duties and respongibilities, circulation, and statistics.

i_it is faltlthat if these students dould have'a'backgraund know-

ledge of the . Document s Sactian,'hé% it’éperates, and its major resource

/

‘. tools, they cauld better, utllle the1r kngwleﬂge and the1r awn Ebllltlésv‘

e L

/

= / =
: s . . i / -
student, assistants.in our area. v
B ' . : . 7
' - ) : /

This first edition ié bas 1ch1y a working capy Changes will

prabably’be ﬂEGESultatéd as we attcmpt to gmcath out wording and Co

_ambigulties as we explain the pracedurgs.tg studentsg Also, as protedures '

change, these will require peri®dic updates and revisions of the basic
. manual.
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&
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in wsfk perfmrmancei Thug this msnual was designed t@ be used in training
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*' Toor INTRODUCTTON o \

While students entering the uﬁiversity for tle firgt time are
generally avare, or are quickly introduced to, the faci{ities available .
in the library, Government Documents usually remaln a mystery. For '
' many students their first introduction to government documents (the

 term "ggvsrﬂmmﬂt publications" 1s often used interchangeably) does not
come alohg until they are well into their Junior or senior year or even
until gracuffte school. Unfortunately, even then it ia often hurried and
inadequate. For thim reason, the Nocuments Section-.of the John Grant
: Orahbe Library is taking the time to hrieflv intraduce thelr area.

nw publiﬂati@n regardless cfﬁﬁha ‘subject, which la researehed by 7
a government and puhlished at the exrense of that govermment is to be
regarded as a document., All levels of Eove*nment can grid do publish . 3
. “documents if the gemand ‘exista and there are funds. ava!lable such as:

“the city of Richnond; the_state of Kgntuek}h W, any of the othter fﬂrty— :
, nine state ﬂavernments, the United States Goverriment; a foreign govern- -/
ment, such as France, Russia, or Chile} or international ngganizgtians .
such. as UNESCO, NATO or the United Natibne. There is materizl encompassing -
every area and aspect of our modern society, ranging from house plans ‘

to planting tomatoes to detalled studies on juvenile delinquency,
statistical information on crime in the United States to the Congressional -
Hearings being held on pending 1egislat£§n._’,

Government. publicaticna are unique in that they of ten Frﬂvid& the
most up-to-date information available. Also, many documents. are primary
resource material; that is, they are the original printed source upon
vwhich later research is based. This 1s true for census materials, as
well as, official records such as the Confgressional Record. ‘HQst :
Government publications are well researched and sccurate_ The materigl :

is generally authoritative. /;

%

acqulred aﬁd slsa bseause af the difrerent way the matarial ia EfTEﬂged
on the shelves, The Library has an agreement with the V.S, Government
Printinp 0ffice (the official U.S. Goverrment pmblisher) under which ve

"~ recelve certain/melected categories of documents automatically as new

"~ titles are ﬁnblished. When these arrive, the shipping list already has
an identificdtion codine for each title and we use this to file documents
< " on the sbei%as. Some staff assistance is usually necess?rv to locate
materialfiﬁitiallv but after.that you, are welcome to browse at ywur
ledsure( Flease, don't hesitate to ask if you can't locate materials.

' /Few documents titles are 1iated In the Librgry'séégin card catalog
s0 At is essential that you learn to use the major indexes in our section.

&6 one area of the Library can adequately meet all vour research needs.
frhe card catalog is camplementad by Periodicals. and Documents and these
g section’s indexes and catalcgs. Not one of these areas is a complete.
resource iﬂ itseli N e ;oo T '




HQURS,(WDRKiNG)

_\ co y,‘”
,”g%udent worker must schedulﬁg:is warking time at the

i : . Within reas on,:

ﬂgnvenience ﬁf the T p&rtment. Iactcrs guch as clags Echeﬂules anﬂ @utsiﬂe .

'intere%ts within reasan are, Kept im consideratlnn.j v -

=

' Each student, wDr,er must be here at his schedulec time. The schedule

i3 posted on the Seetion's bulletin board &ﬂﬂ each person is respan ible for

.ccveriﬂg;thé hours he 8 scheduled to wark.

Fﬂd are scheﬂuled to work later please call the office
at the earliest @csgible monment and report to your auperv1gori If she is not

Low

£ yéu_beccme,aic

there, report to the sé"ﬁlon,chief or the person in charge.
If an émergency d?,élcps (thig is impossible to define, anﬂ it will
depend upan the mdlvidu'i)j again call your 1mmédlate ﬂupervisar 80 that any

Failure to call can regult i; shortage of ataff
causing a crugial"pr@ble';ﬁ;Failure to call can aTsqg résult in 1Dsing pay o

-~

adjustments can be nmade.

' for those hours missed.’

. N At the maximum, a student worker can 8 chedule to WDIE an. Entlre day.

However he is IEQuired by \aw.and‘by university policy to hgve at least ﬁne— '

helf hour lunch or supper bresk. At the minimum, a student must be scheduled

[

"o work at\léast two consecutive hours, but not every day. Unexcused )

absences will not be tolerated. Too. many of .them can result in permanent

dismissal. - - ' Y ; B
' : A 5
- . N ‘u ?\7
If a student worker is on duty alone, becomes sick or needs to leave the
: ’ L L .
area, he should call circulation and ask if ‘they will cover for him. This

is sometimes inconvenient or not pﬂssibbaﬁfar them either. If your absén;e is -
‘ - to be brief (under 15 minutes), write a sign and close the daér; Tape, the

sign on the door and note the time you expect to return.. Absenceg of longer

i
e

" than 15 minutes need the ,approval of ydur supervisor or the Section Chief.

K .- ‘ o . ,
[4 B . . s -




SUPERVISOR G ijENT ASSISTANTS .

Y ' I : . . [
.- : ' b , : e

Generally a student yérkar is re ponsible to the pr QfE551cnal in cbargé of , -

— 1 A 3

; the ﬁtudent warkers. ghe 1a usually respons;ble far\delegating duties and
e B

Sy

assi igning gpeciflc tagkﬂ to Each student worker.

e &

. In case Df evening or WPekend wgrking hDura, the gﬁuﬂent is responsible
B #
to the staff member(s ) ﬂcheduléd toiwork at that time.

. B Likewise, if tﬁe tudent auperv;uar is nct avallahle tankg and dutieu may
be assign é, d by any cher perEagiGDal 1ncluding the Section Chief. |
Qﬁeét;ans agd c@mpla;ntg are aigcrto.be\diécussed with yaur:suﬁervisar.‘ If
o | ybu feel y@u*canncf talk with'th; gee the Section Chier. - CritlElqm af the
| Sectlgn, staff and eventg czcurlng durlng wcrking hours are best kept within

thg Sectian and not- broadcast.

S AR : ' v
Generally, a student worker may be ‘given péfmiSEiDn'tG make up time that
AR . 7 s -7 .

and excused absences fram wark. '&
. Perm1351én 1g grantEd by the sup rviscr in charge of atuQEﬂt warkerq, iny

; : L . . ‘
‘ Iiﬂ case of her\abﬁence by the ﬂect;an chief. Time muut be made up at the Segtian

' canveniencegi E cessive make -up t%@e can be avslded by Exchanglﬂg vorking héurg

-W1th a fell@w‘studeﬂt worker. Approval shauld be ﬂbtaiﬂed‘fr@m yaur supérvisgr

f &  if at all possible before such charge; are made permanent  Thiese exthanges'

shculd:fallswithiﬂ the two week pay perlcd.

i

2 _
. : . A student worker is. gﬂtitled to a fifteen minute break after the tompletion
‘ of two hours of work. Bregks cannot be used aé makéup time rior as a basis
) | o e

for leaving earlier ffém work, eﬁbreak mug f be takeﬂ durlﬂg that partlcular i

perlcd of work or the break t;me is cans;dered lcst. It cannot be saved for the

-

—
next scheduled working period either. .. .-

| o was loss dué to fdctdrs such as official holidays and vacations of the university

v



* . - - . .
. - f

1E1 lf a EtudEﬂt scheﬂules hiv hours to wcrk an eﬂtire dny, he must by law

. . and by UI]iVEIB;Lty pc:licy take an hour or half@hﬁur lunch or dinner break

iT;ﬁ;¥ _W,whichever he ch@oses_, This 1un¢h or ding;f break cannot be used fgr makeup M
-'vi time or as.a bﬂgis for ccming in: later ar far leaving earlier }urthermcre

he Lannﬁt cambint his fiitgen miﬂute breaks t@ make a 1unch or dinner break.

2

ﬁ‘

CAR.DS ‘ R

B ‘Each student worker is résp@ﬁsible for filling out his cwn?fémé_card. It

s lE best to fecﬂfﬂ yﬂur haurq each time you repcrt to wafk. Failure to do so may

E) = /

i B reuult in nat being pald for hgurs earned. Time cards are turned in to the

-library personnel direetcr every,twa weeks (evéry other M@nﬂaj;)

}. . ' T C ‘ .( ; s
‘ ¥ - ‘ ' , . .
Btudent workers are paid every two WEERSA(EVEPy other Friday)i‘ Checks may
I! ) .f" be plcked up athe library pEI&DnnEl director's gfflce any time after 9 a.m.

on that Frlday.

TELEPHONE o .

- 'i The phone in thé départméﬂt is.a qulnEES phane to be uged Dnly for that

purpcﬂeg Only. a ppaie351anal or ClEriCEl staff member can give permission far
patrcng tc use th phone and then aﬂLy f@r local calls to prcfesaera and staff

members_ If~yau are én'duty alaﬂe, grant perm;ssiaﬂ amly'ta those patrcns

J

i . wvho need to E@ntaet faculty or staff for course warﬁ purpaaeg- >E§E&SE do not tié

up'théjﬁélephcné w1th pérganal eallql Uﬂder ﬂ@-cufcumstanaes nay telephang
numbers of Dbcuments staff membera e given to aﬂy ohe autside of the depértment

- no matter who the- patron or. caller may bel y

- #
< . ©

' DRESS ', B . g -
: |
5

#

Generally a Student warkér is allovied to dréSS for work as he would for

class., chever this dﬂeu nDt méan that hé nust ga from one extreme té another

~ e




A
. éuch as bathing suit. or tuxedo. Negtnes;i wellﬁséwn on pébeﬁeé; and .t
. % ; 'ciéanlinéss are the main criterea. thz‘ts or tt:p,.a; of sa_mg-sarﬁ must, be worn
at all times, - ; ) ' -
A ‘ ' . » N /

- Studying dﬁring work.Hours is not_generally perhittgd. Cccasionally « / o

. o »
permission may be granted to a student warker who may findxhimSeli vorking |

lenE and confined to the iﬂfarmatlan dEak for a long pericﬂ of time and.there -

'

r'

may not be any d k work for hlm, however this is rare.

sometimes gramtpd during certain timeﬁfuuch 85 fipal exams.

bk

Permission i
, However if a- gtudent warker finds himself with a heavy exam schedule during

regu 1 ar wark week he is advised to try to exehange work ghlfta with hlu
fellow student workers., v\* o
If the. zeguigziftud;nt Iegpﬁnslbllltles such as shélving, micrafiche filing,
. etc. are done and,n@ other specific tankg have been asg1gned the ’ utudent .
. | ;.uhculd ask the ﬁt&ff member in charge if thare is anything he can do. Qﬂly
when there are no pr@gectq available are you allawed to study.
The feadipg of comic bD@ES, Jjoke books, etc, are strictly progibited--

feading should be course related, preferably text book oriented.

+ 3
3 \
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. ‘ L A\ GENERAL LIST OF RESPONSTBILTTI fc
Co - : cwﬂ
' - 7 © - \
Upan hia arrival tm the Dacumenta Secblam, each atudent assistant enters =

‘a training period. During thia time, -one mrea that is atrangly emphasized ig +that -
of the general reaponsibilities of student assistants, Eaeh 18 expected to

keep these in mind at all times and to fulfill them when on duty.

- , A permanent list is posted on the Seckion bulletin board as well &s on

the student time card bok. One should refer to this}list periodically to

- refresh his memory.

The following is the list of general responsibilitles of student assiatants.
Some aspects of these will be discussed further in, other sections of the-:

i

manusgl.

D I GENERAL POIN  MAIN POINTS

. a .

1. Shelve féde%al and state documentq a.Bvery student assistant is responsi b

: : ' for arrenging paterials waiting to be

" shelved on the book trucks. This is

the first task when first reporting for
work unless otherwise notified.

le

- : b.ulne or two student assistants will
) _ _ - wbe responsible at all times for

' shalving state documents before

" shelving any federal documents..

- 2. File-microfiche and microfilm. a;,MIQIGflEhE laylng on the tables in the-
’ : : mic:@flghe reading area and in the
'‘Microfich to be filed" drawer in
microformat reading area must be filed
in proper cabinets according to their
Qerzes_ o ] - B

3« Help assist in public services when a-‘When all staff members are busy else-
¢ necessary, , - . _ . where please Enhigt the patron,

3

: dssistants must man the desk when
o IR . staff goes to lunch or supper. The

' “pabron comes flrut'b;fate shelving,
filing, etc.

. K “ o o b. Weskends and/a:l‘ evenings, student




T

/. Kdep the

[

shelves

stféigh%emed_

El

i

bl

t‘:
Ca

=y
L]

f

When shelving put fallen documents
back 1into paqiti@n and add bookends
if necegssary.

Also remove any documents, left lying

on shelves, floor, or chairs and place
-on book trucks to be counted. Many

% imes patrons will have pushed materials
back on the shelves, Materials are
always to be lined up even with the- -

" front edge of the shelf. Looks much

neater and also, when looking for

‘materials, the shelf numbers are

casler to see. If a file box or shelf

.becomes tightly packed, shift backwards
~or forwards to the closest free areas

DO NOT TRY TO JAM MORE MATERIAL INTO THE
LIGHL' ARFA | :

Check shelves pefi@dically when not
shelving for fallen or misplaced
document s. .

The student responsible for state doe-
ument s is also responsible for keeplng
state ghelve4 straightened. v

Keep bcok'trusks in neat order by arranging
materials in SubDocs order and using as

- few trucks as possible.

If yourare unable to finish she1v1ng

at least try to get the materials araanged
in order in the truck for the next
gtuderjt- i o o _ . : .

" 9. Take the fourth floor counts,

m

__to report bnth counts.

Count “the number of people on the fourth

1

floor at 8:00 p.m. and 9:30p.m.

The cﬁumt is divdded into five sections:
N.E. (Documents ) ;sNWW. ; North' Central;
QlEl? G-w-

Call the Reference Section at 9:30 p_m,‘

6. Keep certain areas ClEEIFd at- all

timeui

" Straighten and clear any staff desk that
‘you use when on duty. v

Keep all,tables cleered when not- in
use including the reading area and
the microfiche and oversiZe area.

Keep all book. trﬁekg cleaned whenever
possible,



‘ _ ' 7.. Clean'mic:réfiche machines Smi ‘mier

(film readers regularly.

04\

Clean gldas plates and screens with |

‘glasas cleaner.

Bi'ShelIread agsligned areas of Doc-
: uments., _
h

" Each statf member and student agsistants

is assigned certain rangea to keep in
Drﬂer. S (

N
. x

Bach is” réspansible for having his
ranges shelfread by the time Sét by
the Seétian chiet.

‘9. Do transmittals (updates to pre-
viously published material).

‘trangmittalg.

— — }.'
: £ - y

Qné'ar ‘two Hﬁudent assistamtg'are
usually assigned to do reeccurlng

The taté sttudent assistant :
sihle for any state trans iﬁ
All student assistants are responsibl
for general transmittals to niscellaneous
document series scattered throughout.

the ghE lV'E s

10. Prepare date due cards for circu-
| . 1&ti0ﬂa

. o R —
Using the small stamp pravi%éd, stamp

"DOCS." in upper left hand corner
af each c&rd.“ .

Keep right side of eirculation file

' supplied with stamped date due cards.

*11 Clean up eVErythlng in the area
"% that you pers anally use,

2. Wash and put cups, spoons, etc. back - -

in proper place before leavingl!!

Clean aﬁy mess
in area (crumbs, 'spills,
cans, -etc.)

you make. wgfn eating
IAppers, pﬂp

=

Clean all ashtrays you may have used
for: gmokiﬂg

12. Other duties ag assigned by the
staff,

. Each student assist n§ is reapan31b1e
for fulfilling any other duties

required and-assigned by staff.

Each student assistant may be aESLgned
a specific job that will be his as

long as he works in area.

Temorary duties may also be made.
/
|
{

| < i

|
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. It covers gcﬂe ?fsthg major tools

Dvgrﬂment_documentsg“
sed in retrieving décumeéjs and how
to'use themha% ﬁell ag rules.and pracedﬁres in areas sﬁch ssﬁ?helving,
fiﬂeﬁ,.stuéen% Ehtiés aﬂd QESpéﬂEibilitiégg circulatiﬂﬁ) and statiatics.

) i_it is faltlthat if these gtudents ééqld Have:a'bgckgrpund know~

ledge of the . Document s Sactian,'hé% it’éperates, and its major resource
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tools, they cauld better, utllle the1r kngwleﬂge and the1r awn abilities
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Also, as procedures '



2. when. srel=ing documents, LEITE RS

£ME PILED BEFORE NUMBERS I

\“ ’»1‘;

W

- - I

3. rile docum#nt s on the zhe lves
pctor-dirg to the "Ridbon Arrange-

ment',

la

-
2~

L

Shelf list cirds also g;i’\r’eu loca-

tion by use o notes.

T‘i;e j‘ifsﬁ by the Létter; oz Lretiﬁé'r-s
at the beginming of the classifi-
cation nuber. D 103.7/2:C 42/5‘
File rnext by the whole number up
Zo the period. D 103.47/2:C k2/6
Then £ile by the whole nn,;m’t:;?r up
to the sepa rating Ellﬂl}:f;f-i}}t? s lash
mark (/) or the Col Gﬂ‘ (:).

D 103.h7/erc ue/6

. Contlre filing by the whole

munber o letters uwd t o the
rnext pmmctuati on marwk or slash.
D 1903. b7 /2:Clz /6

If the filirg sequerce depands a

choice belwesen a numeral or A

letzer, the LETIERS TAXE PRECENRICE.

F§ 3.64:L6 wiould [oLlow F§3.64 RN

—— — e ~ —

The . avarsge shelv ing range in
Documents i= nade up 02 seven

ctiomns

£

¥

By

vitth 7 ghelves in each

sactlon,

[

The "Rdbbon Arrangement” 1is filing

rom left to right on each she lf

(]

but godng from tod tolottom in

a gect

ori




' 4, Some dgcumentz are sheelved out l. Refererice tools such as the

ol place for various reasons.

,
N
2, A change in & classification number
‘ \ tan mean relocating a title or
’ seTries. .
3, Oversize documents are shelved in
special ares
L, fome maps, posters, and charts may
) be filed in 1A case. !
) &, Al1 materials shelved out of

old classification number to

direct pafron to new clagsifi-

' Lation number,

o A dummy 1s also placed at the

Tjegiﬁning ot the new classifi-

cytion number to direct patron

4o earlier issues under aold
rymbe 1,

2, Cummies are also placed on shelve

o direct putrons to oversized

Aruitoxt provided by Eic:



books, reference tools, maps, poste

: etc,, that have been shelved else-
’ - where.

- 6: There are several groups of
documents that must be constantly

handled.

=

REVISIONS are documents whose
contents have been.updated or

entirely changed,

) 2. TRANSMITTALS are pages that up-
7 ‘_ date parts of a document that ",

; ) is usually looseleaf. -

H 3. ERRATAS are sheets listing
corrections f@r’dacuments
c@ntaiﬂéng wrong inf@rmapi@n;

b, DUPLICATES are extra copies of
theésame title.

5. "DISCARD EARLIER" means that a
dgcument 1s to-be removed from
shelf and replaced by a new edition

L o ) I 777 I _ e o . .

7. When shelving a document that is
marked as a revision (rev.),
notice if it is marked "discard

earlier&. Some older editions

are kept regardless.

O

ERIC

Aruitoxt provided by Eic:

[a]

Discard a revision only when the
document is so marked.
If discarding, check to make sure

which item is the latest publi-

cation,

Then reémove the earliekt edition

from the shelf and replace it

with the new one,

‘Ihen give the old edition to the

r's,



"‘; W

\

5;

elerica; responsible for checking
in federal mail,

A student assistant is usually
assigned theireséansibility of

handling '"discard earlier" mateétrial.

_q
7

8. Transmittals are usually of a
[
loogeleaf hature.

*

L]

=t

Lo

(5

These should not be shelved alone
unless the basic volume is not on
thekshelv;s.

Pull basic volume from shelf.

-The transmittal pages should then

bé substituted or added as directed
into the publications, -
Give the o0ld transmittal sheets to

the federal mailing clerieal.

9., Erratas are handled similarly to

i:;?‘ transmittals.

A

Do not shelve separately from basic

LW
.

" volume unless it is not on shelves.

Pull basic volume from shelf.
Usiﬂgrglué; place errata sheet

behind title page>af basic volume.

10, Duplicate copies are Kept for

various titles.

Extra copies or duplicate cepies of
a.title are given the same SuDocs

number as the original copy except

-each will be marked as c. 2, c. 3,

ete. respectively to give them a

separate number,



. -
2. When shelving documents and you

find two documents witia the same
. . / ,
Sulocs number: '
ol e L
a. check to make sure that the

L , . B
publicati@ngﬁéfe exact copiles:

b. check to see that each extra C?py
of the document is marked as c. 2,
c. 3, ete.

3. If you find two or more documents

with the same SuDocs numbera%gd the
same exact btitle that have Dgi been

respectively marked c. 2, c.3, etc.,

pull them and give to the: federal

* mail clerical,

b, Aﬁy(dacuméntg with the same SuDocs
number but not the same exact title
should be pul;ed and given to the
fééeraiﬁ;ail clerk,

- — . S S = -

11, A document marked "discard

?

earlier" is handled in a certain

manner wHen being shelved.

i

- ) g

[
e

1. Only'tHe latest edition is to be’

shelved.

=

2. When shelving, check to make sure

whigh item is the lathst publication.

3. Remove the earliest edition, and

replace with the latest'edition.

13



J EXAMPLE :
N ‘ CS 1.48 ,
. BRE 37 discard earlier
1975 7~ :
< _ is to be gulled and replaced by
CS 1.48 .
e , BRE3Y discard earlier
¢ 1976 .

\\ | - k. Give thi,éafl%esﬁ edition to’the
: fed§f&i mail élérical.
5. One studént‘a§siataﬂt is assighég
to handle all "discard earlie%s,”

- ; “but all are responsible fﬁ;,

i
%
P

noticing those overlooked when

shelving.

. Paoe T ~

13
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COLOR CODE CHART
ES

BNEERR o FOR MATERIALS THAT ARE NOT TO CIRCUTATE
 YELLoW FEPERAL REFERENCE MATERTALS; NOT TO CIRCULATE
GENERALLY LOCATER T FRONT OF ROOM

.

_ £ ; . ) o
B GREEN FOR OVERSIZE BO.¥ 3, SOME MATERIALS CAN
i CIRCULATE  * =~

BLUE - BTATE REFERENCE MATERLALS; NOT TO CIRCUIATE;
' LOCATED AT END OF STATE COLLECTION

o /3 YELLOW - FEDERAL BOOKS ON PERMANENT RESERVE
. . \ '

[
LI

g YELLOW STATE\ BOOKS ON PERMANENT RESERVE
i ) —

* GREEN DECENNIAL CENSUS

RESERUE RED/ YELLOY BOOKS ON RESERVE BY FACULTY REQUEST

s =

':;5&,:-
L Lovt Pub.

Deet. RED/WHITE MATERIALS THAT ARE NOT TO CIRCULATE

Does not
\; ’ [ L

, Circulate

OQVERSIZE  rev/veLsow DOOKS THAT ARE T0O LARGE 70 SHELVE IN
,M':r S R ) PROPER PIACE; S0OME CAI’F CIRCUIATE

i

j |
/ » ‘x}

-
L %

p—

L




J/ ' LETTERING _AND LABELLING OF DOCUMENTS

After the documents have been checked-in, they must be properly
lettered so that they may be stored and retrieved with speed and

tandardization in

i3

om

T
]

convenience. Efficiency in this area requires

the location of the Documents Number so that it may be found at & glance.

The manner inp which this number is wrdtten also determines the ease with \

which the publication may be found. In the Monthly Catalog, -Shipping lists,

and other indexing méﬂia)‘the document numbers are usually written on one

line éé as to use léss space and facllltatv the printing process: mesfer,

this method ig cumbersome to use in a 1ibra§§ because labels and bdok spines are
seLdgh long eﬂ;ugh for the number. Also, pa?f@ns and libraty staf% tend to
have a dlfilcult time in distinguishing the pumbers and method of ordering

the mublications when all parts of the number appear on the same Tine

\|——_‘\

Therefore, thelfollawing method for breaking the number down into concise
o s ‘. i ) ’ . ’ i
logical units has been developed. This method for writing the dmcu?ents

number allows the number to be read and und§r stood quickly, rather than furulﬂg

=y,

orte to already be familiar with the system of notation %ed by the government.

A. All paper bauﬂd materlalﬂ -should have the classification oumber written in
ink in the upper left-hand corner of the cover. (Sometimes the label m§y
be qllphtly out of position to aveid covering essential words Q

B. All bound (hard cover) materials should have the dacumentg number written:

1. on the first page or the verso (backside) of the title paye and
{ 2. .on.the spine one inch from the bottom of the book, or
3. on the front “cover one inch from the bottom of the book flush with
. the, spine if the book is too small. ‘
¢

.

ERIC | 2

Aruitoxt provided by Eic:
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riting the Number

A. General Rules

1. When the glash or schilling merk appears before the colop, it ALWAYS
means raise the number following it.

The calan ALWAYS means to drop the number following it to the next
line.

[k

3. A slash mark. following a colon may nean raite or drop the following
number

B. Examples:

1. A 1.38:800 will be wrlttEﬁ A lJ
800

2. A 1.96:966 will be written A 1.66 o
' . 1966
3. C h2.8:75/3 will be written ¢ 42,8
ve. 15
v, NO. 38

b C 43.8/2:969/35-will be written C 43,82
1969
go. 35

5. 'Y 3.At7:2/At 24/967 will be wz;ttvn Y 3.At7

3 2
! At 24
1967
6. Y 3.8ek:2/D7B will be written Y 3,Sek
- .
D78 -
7. Y 3.Ex 7/3:1/1965 will be written Y3.Ex73
1
1965
8. Pr 36.8:141/C81 will be written Pr 36.8
L b1
.81

THE MEANING OF THE LETTERS AND NUMBERS FOLLOWING THE COLON CAN SOMETIMES ONLY
BE DETERMINED BY LOOKING AT THE PUBLICATION ITSELF 03 BY CHECKING THE NATURE
OF OTHEE PUBLICATIONS IN THE SERIES!
C. Abbrev1a{§oms Used:

1. v!‘stéﬁds for volume.

2. no. standé for number.

P . i

3. pt. stands for part.



. = @
" sUpp. stands for supplement.

e

c. stands for COPY

add. stands for addendum.

trans.

=

stands for trapnsmittal.

-21-
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BOOK TRUCKS

The . Documents Section has eight book trucks and all have a particular

— ]

function. Each book truck is labelled according to what purpose it is to be
used. Four are assigned to the full time staff use and are not for public

ze, &
use o . i

The labels are:

STATE (Blue): ‘two trucks are used in the state collection for processing mail
and other projects.

MAIL TRUCK (Yellow): one truck is assigned to the clerical who processes
the federal mail,

BINDING (Green); one truck is assigned to the clerical who handles the
\ binding of documents and the duplicates.

RESHELVING (Orange): two trucks are labelled as such. Documents that are .
used in the area by patrons but not .checked out are put
e : on these trucks for shelving. The documents must be
counted and the total entered on the DPaily Statisties
Sheet in the proper place. .

RETURN DOCUMENTS HERE (Green): one truck is kept in the reading area so that
patrons may put the documénts there when finished.
At the end of the day, they should be trans-
ferred to the RESHELVING TRUCKS so that they may
be counted.

STAFF USE ONLY (Yellow): one truck is used for the parpose of returned
documents that have already been counted in the
statistics. When & patron has returned a document tha
he has checked out, the document i= placed on this
truck to be shelved; documents on this truck are not -
Lo be counted! Materials that have been used by the
Documents staff for their work also goes on this
boak truck. :

¥

GENERAL RULES

1. .Place materials on proper trucks when doing public service.
2. Always put documents in SuDoes. order on the trucks before shelving.
3. TAKE RESHELVING COUNT AND ENTER TOTAL ON DAXLY STATISITICS SHEETI

I, Consolidate materials on to as few trucks #s possible; keep some {ree.

Fad o



and piace maleriats on thé. reshalving truck, and put under truck back in
reading area./

6. Upon 1ég;ing duty, please have as many trucks cleared as possible as well as
having material in SuDocs., orvder.

]
¥
» & —
g
i
5
i r;"
B
- L

o

ERIC

Aruitoxt provided by Eic:
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- MICRDFICHE

The ERIC collection is housed in special cabinets which are lécated
in the micreformat area. The microfiche are arranged and filed by their
ED numbers (Eric Document number) in numerical order.

PROCEDURR FOR PULLING MICROFICHE '

1. Find the ED number in its numerical sequences and pull all the pigcés

with that number; a lot of titles have more than one piece of microfiche.

2. Insert the pfnk card called "Microfiche in Use" in place of the micro-
&
fiche just pulled. The pink cards are located on top of the cabinets.

PROCEDURE FOR FILING MICROFICHE

1. Arrange microfiche in numerical order by ED numbers before starting to
i
filey this will help to prevent misfiling.

&)

dustibéfmfe placiéqszfe microfiche in its numerical position in the s
drawer, check the number of the microfiche immediately in front and
behind the ocne being filed: -  the double éh@ééing of- numbers iifthis
manner helps to prevent misfiling. | v

3. Remove the pink cards.

EXCEPTIONS: _MISSING MICROFI CHE

’quEtimGS one will not ilqd a microfiche in the drawers and there are
three basic reasons: (1) the document is not available on microfiche,
(2) microfiche 1s being or has been used or (3) microfiche is missing.

1. If you do not find an ED nﬁmber check the‘white set of cards entitled
'noc. NOT AVATIABLE FROM EDRS."
a. the cards are located at the beginning of the ERIC collection,
b. if the ED number is listed on the white cards, it means‘thaﬁ the

material is not on microfiche. Therefore, we will not have it.

i")‘
n—'\.}




"OR - .

. . - ' : o , \i.
2. If the ED pumber is not listed on the white cards, check the green:

R , l-;ﬁ@irreserved for microfiche to be fileas

had
-

f?‘I”Lyéu»ngtice a card with a tuﬁ!tﬁat has your Eﬁ-numbéfian it, it

means that the microfiche is missing.

b8

oo
N




and mlerocards.

"ASL. (see 1atervchapterﬁ);,will=ncb be given at this point, If at any

The Daéhmenﬁs Section does house other microférm&t besides the

ERIC collection. There are gseveral types: micrﬂfiche, mlcrofilm,

A detailed deseription of these holdings, excepﬁ for CIS and

: time that yDu are agked about certaln tltles, ple se consu 1t'yaur

§ppervisors for information such_as where'they are located and how

7

théy are arranged.

Listed below are some of the maJDr titles that are housed in the

. Documents -Section. ‘Remember, it .is.not a complete 1ist of holdings.

g
7

MTCROFICHE
v_(l.) AHuman Relations Area File

(2.) DNati al
ort

Technical [niarmatlon Service (NTIS) - Government
Re eports '

(3.) .U.S, Departmenfféf State Bulletin
(k) Pacesetters iﬁ{EduEatian

(5.) Mgnpcwer!ﬁésegfch

(6.) Géological Séciet& of America
(7;) Q}reenwaodeeafings |

(8.) Depository Micrcfiehe (GPO) =

~ (9.) American Statl tics Index

3

(10.) CIS/Indexv‘
(11.) Kentucky Acts 1792-1898

(12.) Education Directortes (State)

-

o



© MICROFILM

Congressional Record

‘Civil War Records (Kentucky): Union and Confederate

~Fedéfai Reglister

National Archives Microfilm Publications (There are many
titles available in this series). -

" Federal Census of Population: Kentucky 1810-1880 (covers

Madison County) " , .

Ca,

ROCARDS,.5+

British éessi@nal Papers
Hansard Parlianentary Debafes

¥ . ) . B b - s .



’ alphabetically.

STATE  DOCUMENTS
siftl'_ o

) ] . .
-A atate daaumanta aolleatian is alao houaad in tha D0aumanta Section.

It aantaiﬂa matariala aimilar to what can be faund in fadaral documents excapt

"

it is on;a atata basig

Unlika'%ha federal documents which is arranEad By the Supariatandant of

Daaumanta claaaifiaatian ayatem, there haa never baan an unlform alaaaifiaatlan

-ayatam for atata daaumanta. Thara are aavaral.diffarent ayatama from whiah

e £

ta EhDOSE, hcwavar .the Daaumenta Sactian here. has decided to arranga avarything

1
i

Eaah atudant assistant should be aw%;a of the arrangamaﬂt af the atatab '

aallectlon baaauaa of publia service damanda-. HE may ba raquirad ta help tha

i

patan to find Eamathing in tha atate callactian as well aa-faderal.

B

CARD CATALOG

A gard- aatalog divadad into two parts haa haen davelapad to pravida aame

maana af hnawing what is avallabla in tha aallactian. Tha first half af tha

by atata first and than under each atate, alphabatically by title cf its

publlaatlan. Thia allawa a patron to ahack to see 1f we hava a certain title.

;(Saa ampla titla card furthar in thla chaptar )

" The aecOnd half of the card: aatalag is a SUEJECT CARD FILE in which the

aontanta are arranged alphabatiaally by atata, than by aubjact catagariaa which

V-hava baan aatabllahad and by titlea undar ‘each’ aubjaat aatagory

(see liat of state aabjaat aatagorlea.) The way tha Subjaat Gara Fila is

~arranged iaatha way tha atata daaumanta ara~arrangad on the ahalvaa. Thia

‘braad subject appraaeh allows the patron aama means of gatherlng matarial on

2

hia toplaa. : o - ; ‘A;'> o I

. - - - .
R . L -
: I . . . . e . . : .
’ T ° “ . =T
: . h = ' e, B -
- : N 2 !
. .

L

! cardaaatalag is a TITLE .CARD FILE in whlch the aantanta are arrangad alphabetically



T ‘ . 1\ K
k ’; ” L&bEla Qn state daeumentu are'lccated in‘the EBm@XpOSitibﬂ”:éE are -_f- ifw ..
z : v o~ s
thaaé on. federal documents. _The only differencé is that stated labels use
"words" iﬁstead of numbers. A state label has twc~ta‘three lines on it. '
. lst line: - - . o ,
_name of thé state 1s'typed G - y . B B
"in.all, Gapltal letters in ‘ . ——  KENTUCKY ' _ :
: blaﬂk ! . B ‘
\ : .
N ©.end line: . B
oL . subject category is tprd : - LT ,
. S 11 1 letter S — S P
L igaa capital letters in T EDUCATION SECTION
g PR 3rc1 lln\e' _
. the thlrd line ‘iz uged only
* v, when necessary to show proper
” v * . title 1f thecover or spine L i o -
\\ o .- shows differently - . . Right to Read: 3 )
B 1] ) . B - !\ . . . . -
SHELVING. RULES |
R * Although only one or two student assistants are responsible for shelving

state documents, all need to be aware of a few alphabetizing rules for easie

lietriévalifrém'thé sheliés.

ALPHABETTZING RULES

e T L ? v ‘ o
_ Although the state collection is arrbngéd alphabetically, there are a |
. few géleé thét’eaéh‘studenﬁ éssistaﬁf needs to know for easiér;retfi%val of .
: méterlals fram the shelveg. | E A

2 RULE 1: All titles are filed word by word andfngt iét%é? ﬁy"1e£tef;\\
RﬁLE‘Q: A ward Jhaving 's is treatea as one word, (Eentucky's is filéd as if
"Ti 1twaé.qmuﬁdﬁaﬁuﬂqs) o _ S
RULE 3: Articles "A", "An" and "The" are ;gn@red if they _ggig a title, but
_ Eggﬁﬁge considered 1f eluewhere in the ‘title. ‘§§'" -{‘f . | |
I’ _ _ ~7 7 In‘the title "The ngtary af the State PDllce;j ignéré the article,

»"The" aﬁd ille accarding t@ the second waxd "History", ;Qﬁsidgred when completing

" the alphabetlzlng process.
r}g If a number appears in %he t.:tleJ é;?ig filed as if it were spelled =




] I

out. "itle to Program', is filed as "Tltle Six Program.”

SHELVING RULES SRR | o -

ﬂsﬁally twd‘stgdent agslstanta are assigned the responsibility of '
sheiving state d@cuménté¢, The same géneral‘prin:iples for shelving

federal documents can be applied to state documents. . - o R

Bodts

L
R
,




 STATE SUBJECT CATEGORIES

l jAERIcq;IpﬁEvSﬁQTiON
TARES'SEGEIQN‘f, A

;f:qoMﬁERcE_SEéTION,! .
EQUCATIDN SECTION
 EMPLOYMENT/ LABOR SECTION
FiSH/GAME/WILﬁiIFEVéECéION 4
GEQLDGI&AL*SECTION‘ |
S§CVERNMEﬁT SECTION

HAALTH AND SOCTAL SERVICES SECTION
HIGHMAYS &zTR@NSPORTATlQN'SEQTIONA
‘HISTORIéAL SECTION . | |

HUMAN RELATIQNS’SECTi@N

EAW ENFORCEMENT SECTION

LIBRARY SECTION

MILITARY:AFFATRS SECHTON |
WATURAL RES@URCES AND ‘CONSERVATION SECTION
PARKS AND RECREATION SECTION
. PLANNING AND DEVEiOPMENT.SEGTIQN
'REGULATORY AGENGIES SECTION

REVENUE AND FINANCE SECTION

[

W
T w
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- CIRCULATION OF MATERTALS

Y

DDEuantE are. intended fDr circulatian on the same bggiqfés commercially

-

s

' publiphed books and pericdicals purchased hy the 11brary. However,

becau ﬂcgumenta are hauged geparately from the regt of the library's
Coe s
calleﬂti@n and are of a ,peclﬂliZEd nature the Documents Sectiam circulates

:the1r'materialslaccarding t@ their own requireméﬁtgi : .-

- Certain rules. and prDQEdUPEQ must be fcllowad in clrgulatlng documents.

;IhEne general ruleu and procedureu are discuss d below with the exceptlon

of thé‘PEYiHE,Gf fEES(QVETﬂuEE, - Lost boak chargeu§ and phat@copy)3

thgge “three” araaa are dlacussed fully in, other pages.

S GENERAL PDI;N:TS[? N R A POINTS i
v:i;?'DéQﬁiégéé to éiiéﬁiat?r o fVliiiif\h:.th a }é;géﬁéeptianss nearlf ]
.{fj‘ | : | o !; a1l docum§nt5'(b@und and un=-
boun&) may[bé cheéked out;.f
2/ Dcéum?nts'thatvcanhat be checked 1. Materiéls with colérgd tape
;1 out (except in .some cases by strips (redgibige, green) on
special perml ;1Dn), . . ;- spine.
* | 2.° Periadicals_(éxcegt c. 2, e. 3,
;etcg) |
, _ , 3. Annualreports (last two years);
- o BRIy Documents labeled "GOVE., DOC. DOES
NOT CIRé:;"
- 5. Microformat.
6. Indexes and abstracts.



AT | ™y census mate%iala (gréen'dots)'

L *

) _ i . A T %+ :Documents on Treserve (yellaw
- R 'L g,(gf ;EDEE) unless’ sp%jial permission

e ”, o o . L is granted by§staff on duty. -

3. Spécial permiqsian { ffi"' | 1. Special Permisgion may be grﬂnted

| | anly by B full time at&ff member -

o o _ (prafegsianal or clerlgal.) |

\ VEEQ Gﬂie permission.is ;btained the .
’maﬁérials;maf ﬁé checkeé éut

o fDr a periad @fltwa haurg or

T 7'!; ; j- o o | o S GVernlght uuing the regular

- dacgments ci;cul&timn prmcedgreg

3. Faéulty'mémbers cag:checﬁ out

B SR éacuméﬂts for the sémestér with:

| ~ | . ) ; . the éré%isi’nifhat;if we have a

I _' | | ) - ‘ o regﬁest we mayiéall end ask them

2

to rétﬁrﬂrthemﬁ*f

CToan period and renewals. T T _Mgs{aaci@ents‘ﬁay*b’é checked
A | " out for E”@ériéd of one week,
. o S " gen the patron that the documbn
. A L | is dué back in one Week. -
2. There is no limit to the number
- of docqments that can be checked
A; . out. |
3..Anyone with an i.D, cardA(dr;ver‘sr

¥

license, student or faculty I.D.
" L

. . card, etc.) may check out materials;:

i




.;. . o =5u=

" !:hi Documents must be returned faithe .

_F_'fv . ) ' o ;1DDcumenf$ Ei?éulatiog desk. (PLEASE
o o * INFORM EQIRQN T0 RETURN IT TO DOC-

UMENTS 1) ’

- L N E;ZA-da;ument ﬁay\be-renEWQd*fcr another

week pr@%iding no &né-éléé has requested

it be held for them. |

- 6. AlL materials must be checked out

" before they can be taken from the

#

daéuﬁeﬂts‘réading area,
_ T : . : A 7. Mﬂterials that cannot be checked
2 N o R H . B ’ T . N _: -r"“& B L’\?P? -

out to 1EEVE the llbrary butSIé tD

“:xv J' _ ”.be takeﬂ elsewhere in thé library
.mw st havg clrculatlcn gllp filled,
out. Use blank slips prpviﬁéd_

! , .and write "NOT TO LEAVE LIBRARY"

iﬁ place'of date and get other |

basic 1nf@rmatlan‘ . /A

Five cents (5¢) is charéed daily,

‘5. Fines and fees (overdues, lost 1.
materials;, -photocopies, micro- (éxcept on days which the library

" print copies. ) - - is officially closed) for each

' document pvéfduefb
'fs-‘ .- B i: | 2. A rééervé'ﬁéok chéckéd éﬁt has a
. flne of Efﬂt c:harged fcu: the first
" o “. haur‘qverdue and 5¢ for each hour
ﬁhereafter, |
3. Circulation cards must ée_fiied
| propoerly in overdues. (See pages

‘for basic steps.)

" .
Ty




Student s may make copies on the

e

“i "Eeifeservicéiphgpécopier Eér 5¢

pef_cmﬁy-

CDplEE may be made fram microfiche’
and micrafllm for 1;4 per copy. A
staff member has to dperate thg-.rr

machine.

Any matprial that is-lost of which

Documentu property must be. pald

“for by the patran.
.All fiqes (Dverduesgvphatacopies;;

. ) . . % :7 B O
- microprint copies, lost materials) -

f - ) { 1" 7“,,5‘,
must be paid at the Circulation '

Desk on the 2nd floor. See pages

5

for procedure..

i

Reserve Books

6.

D

\w‘

_this

under the requestor's nam

written on the orange

faculty or the staff for any/ length

of time.. . = . o .

Documents on reserve are placdd

Reserve Shelf,%ith a long blue or

N

orange Reserve” Book. carfl and, a

‘yellow dot to indicate/it is on
 reserve.

. A patron must have préper ID and
. - . ‘ ’

should be stamped or his name -

ar blue card.



. -

‘inside the document béfére;he can

wuae 1t, - He ié’alga responsible for

its return, 1B MUST RETUR DOC-
UMENTS 70 A STAFF FEMBERI

The signed card must be fileé‘in
prape? 1Dcaticn in ci?cuiéticp tray.
A jeserﬁe-d@cuﬁent-gené?ally ﬁas

& two-hour time limit. h-pr@féSSDr

may ‘réquest a different time limit

and this will be noted on card.

Overnight loans can be made with =
special permission’form full time

- staff member after 9:30 p.m. The .

L]

document must be rétgrnéﬁ by 9:00 a.@;

_weekdays or one hour after library  °

opens on weekdays and holidays.

8, Identification

&idEHtificatian of some sort must

always be éfesented'@hen'chécking
out documents.

Acceptable identification include
:saﬁrces such as & faculﬁy or

student I.D. card or a driver's

license.

. Certain information must also be

obtained:



" bl ) ) -
. A ’ C! ! AN Lo L )
. . T . T = . € 8 - =1

- NAME

- ADDRESS (Box No. if on ?ampué)
TELEPHONE NUMBER |
T.D. NUMBER

CLASSIFICATION (undeérgraduate, grad-
_— uate, faculty, special;

: . : L , , . if- other--indicate if

A o IR , B o  known--i.e. Model Iab,

' ' . Berea College, etc.)

e —

“m%"
\D:n




.o " CIRCULATION SLIPS PR

60 NOT REMOVE THIS.STIP  [os ’ , I _

S __50¢ FINE IF LOST : —} . -V OVERDUE NOTICE . . =

1, DGC’S CALL NUMBER Lfriem - ' ccconms )
= IS S LiLH e secowo |-

' I !55 o o LETER " pronen . -

. ::" _
e Qu 8 T . THRANS. SEALED -, S » ]

GATE - _
REFORTED LOST

b E - B ;’.v;‘" . S %2}5“'&“7 ] 5E %L ‘??

T (T Y ol T I, PR i ¢
. i | aMount DuE R ..,:?Qiff‘ :

n
. Pl
= e

A WEE w
T
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AvinoR ¥ - - i emite DR .
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Leg_cy ;Em* Amerlc:a SR L fame S, B

T "JDERE,SS . .

1
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) . - —— - : Jraan . C = LerenNo
“l-P ) . vER: ' o | oate HEEDED 3
Trap e P ot .| NoTRED
sw. | e EXorao.  [TJorner |, - — e
L P Clstarr %UNDERGRI\D. ' ——— ’ MOLoUNTE L o
ot LeHone o 3190 e lo—o . REPLACEMENT =
. DATEDUE ~ [NAME AND ADDRESS : ‘ ATHOR | T -

b ' . . - o s . o . . n : = -
. _ .John Doe SRR AL :

| 94 9 : - 1@n P :
V7 39 7 ifhm£3gk; SRR e S R —
m . Box Lfﬁ Gamn@nWealth fuBusen _ _
L & ' OATE . emcE

v ',i" .
T SRy ,J\.,-..i. b e [Tl . — — i i
: : L APEAGVED BY. I : : .

] D = = = s
RO Y ) . N ' -|:oave orDERED
' OATERECEVED, - - B B ,

JOHN GRANT CRABBE LIBRARY

COMMEINTS

RICHMONB,

‘CIRGULATIDN SLIP

DDCUMENT BEING CHECKED OUT

1. Fill out the, MQEEE c;rculatian sllp Empletély (gee example abc:ve)
&. [Use the SuDocs. nmnbc:r or the state category as a call number, -

b, Indicate volume Inumber and/c:r cgpy'nu,m’bér in proper places, if

applic}ible;

e, Write the title (a4s much as pcgalble) in the authar/title sps.ce, A

- - @i_ on the bottom half of the allp “upply the patron's’ .. 1f 4
(1!) Name - ‘ \, (b .) Phone Number
(E-) AddEESg (BGK ND;) ( !) Clagglflcatign
(3.) I.D. *Number: (Saclal SEQLII‘lty Nﬁ;;} -

ete. )

(Unders*raduaté, Fac: ulty,



-’ . | . . l ﬁl‘l—

e. Run the cireulatiaﬁ slip through the charge machine to gbtain

. 7 the date that the document is due back. Maké sure the date is ,,

et properly.

v

« Write your initigls below the date.

i

ear off the white copy of . the circulation slip, fold in half and

™%

-

=
[a]

- clip it to the publication.
. Z"\g’

3. Tile the rest of the circulation slip by the SuDocs number in the

ide of the circulation tray.

left

Lo

b, Mark one "soldier" on the Daily Statistics Sheet in the "COCUMENTS

' CHECKED OUT" column for each document circulated.

DQCUMENT,BEING,RETURNED "
When the document is retu;led}
1. Check to make sure that the|material was returned on time. (see
. ' - be Low for handling ovevdues).
2. Puli the circulation ;lip from the circulation tray.
3. Diécard the white slip and the circulation slip and place the

document on book truck for shelving.

OVERDUE DOCUMENT RETURNED
If a document is overdue when being returned,
1. Pull the circulation slip from the circulation tray.
2 Record date returned in proper line on back of ci;culatian 5lip.
3. [Figure out the fine owed and record on proper line on back-@f
circui&tion sLip.,
‘h. - Write your initlals on the line "Collected By."
~§; Fill out fee assessment slip for patron according to rules and
' o prx::cédure on pages’ L5-L6,
6. Write patron's nﬂmé across the top of the McBee Qirqulatign slip
in_capital letters and (1le nlphabuticaily by the name in the

Q. overduc seetion of the circulation tray.

a1

ey



. L \ ' © DAILY STATISTICS
Circulation of depository materials and public services make it necessary
Our statistics are broken into six areas:

to kegep certain statistics each day.

(1.) Attendance, '(2) general questions, (3) search questions, (L4) documents
. checked out, (5) microformat, and (6) reshelving.

A "Daily Statistics Sheet" is kept on the circulation desk at all times.
It is the respcnsiﬁility of every staff member--whether he beiproféésicnal} cleric
- ) . :
or student assistant--to make sure that he records his statistics in the proper

]

place. S AN

ATTENDANCE

1. ‘A count 'of the number of people in the Documents area is taken at every
hour.

. 2. Count the 'peoplé in the microfiche area, Documents stacks, reading area
(up to end of our ranges), and hallway where the photocopier is located.

GENERAL QUESTIONS

General quesgi@ns are those of a directional or informational nature such
as "Where's the bathroom?" or "Do you have a pencil sharpeper?" or "How
long are you open?"

As long as ydu are not requiréd to gaylogk in scmelindég go tb the

shelves, and so forth, it can be considered a general question. You record

l

a "soldier" (I3¥T) on the statistics sheet for each general question asked.

SEABCH_Q@ESTIDNS

i

Search questions arce of a more specific nature. You will have to look in

indexes or go to some area of Documents to get materials. You record one

' ¢ "soldier" for each search question asked.

)




. | _43-

. : Wheneveidacuiaents are checked out to actually leave the library, you
record one "doldier" for each piece. Documents that are on reserve and for
which the patron must sign a reserve card are also counted as being checked

out.
Hbe : k

MICROFORMAT

-

Microfilm used will be counted by the reel. Microcards and microfiche will

be counted by the number of sheets or cards used.

'RESHELVING
Reshelving count is the counting -of all materials used in area but not
checked out. There is a special book truck marked "RESHELVING!" . Whenever on

o duty, count the documents on this truck and record the number before

shelving the material.

L

o




PROCEDURE_FOR

| PAYING FINES, LOST BOOK_CHARGES AND PHOTOCOPY FEES _
AN _— ~ - %

Effective with Spring Intersession (May 13, 1975) there will be no

cash or change taken in for payment of fines, photocopy charges, etc. No

petty cash will be available and no one is to handle monies pertaing to

official Library business.

FINES

li

Documents fines are calculated at $.05 per day, per book if fine is

paid when book is returhed; $.10 per day per book will be charged if -

not paid at time book is returned. One form should be used for
each student no matter how many books he has returned which were

overdue (éﬁ%mple: 5 books, all ret*rg§ﬁ§3 days late-1 form-

Amount $.75). An assessment form should be filled out as pef

tﬁe example below:

&£
\ . BOTH PARTS MUST BI

[:j RESERVE ‘ [i] OVERDUE

|:| TOWN. RM. D PHOTOCOFY
| LAW LIB. z LOST MAT.
l:] PERIOD l:l L

‘CIR(; :_é— ng
’ ;; e

.J;NDUNT & fQ-S -

L PSS —— S S ——— = e

R

B



desk within 48 hours or a newiaéséssment will be made for an equal
amount as the fine willvhe doubled (instead of $.05 the charge will
be $.10 per book, per day). This will ﬁé mailed to him by the
clerical in cgarge of overdues with a brief note regarding the
penalty charged indicating that Circulation has been notified of this
increase (not necessary to notify Circulation-payment of original

or inéreased finé is satisfactory).

éfter figuring all fines-staple all‘averdue‘charge slips for student
and complete the back as follows:

RENEWAL OF OVERDUE MATERIALS IS NOT PERMITTED UNTIL THE FINE IS

PAID AND THE RECEIPT IS SHOWN! MAKE.OUT NEW SLIPS FOR MATERTIALI

____OVERDUE NOTICE
FIRST ___sEcono A

LETTER « Pn@uzcﬁ;@j

TRANS. SEALED !

OA
_REFOATED LOST .
- ’ggﬁﬁnm - (?'15'1757: _ .
AMOUNT DUE i. CQ S N

DATE PAID i I - i
, Jeouecron APASL M ’/'\\*"\

' HOLD FOR L

HAME - o
ADDRESS i _ . i

TEL Na : . ) R

DATE NEEDED

HOTIFIED

HOLD UNTIL

AUTHOR L

NTLE ) .
PUBLISHER _
DATE PRICE )

APPROVED BY

o

DATE ORDERED

DATE RECEWVED

COMMENTS




PHOTOCOPIES

After the photocopies have been made and the, total number of

sessment form should be completed as the

copies can be ascertained, an as
. . .

example below. L

EKU CRABBE LIBRARY DATE: —
NAME —— @ T ——

TLAST - FIRST - T INImIAaL

DC'IE;‘C‘ . D;‘ﬁ DX‘J

AMOUNT _ =" - [ reruwo

Patrons will have to pay at the Circulation Desk. All photocopies

should be retained until the student returns with his paid half of

the form? »Then the ‘copies can be released to him. The quantity of

copies and format copied from, as well as duds, should still be recordéd

@& :
on the clipboard sheet.

Y St =

INTERAGENCY CHARGES /|

Process as we have been and send the completed interagency charge
glip witbftﬁé staff or faculty member to PERIODICALS or their records.
Agaiﬂ-recard en clipboard nuéber of copies amd farmaf copied. ﬁéLD
COFIES UTIL THEY RETURN WITH SIGNED SLIPI



Documents Section (Library)

T

NAME

DEPARTMENT __ _
INT. ACET, NO._ o DaTE
NO. OF COPIES ___ TOTAL AMOUNT

! stovm |

~ Documents Staff

RELEASED__

~ Perlodicals Staff

After determination of replacement cost by supervisor and/ar Section Chief,

: generally orfginal cost plus. $z.00 reorder and prqcessing charge per

i

the assessment form should be completed as example:

¢ USE ONE FORM PER TITLE--DO NOT COMBINE
EKU CRABBE LIBRARY DATE: q ,15, 7,7

NAME

LAST — “FIRST TINITIAL

[z pocs D RESERVE D OVERDUE
, l_:] \LEC D TOWN. RM. [:l PHOTOCOPY
[ ~ 7
REF D LAW LIB. LGST MAT.
: , ' R
CRIOD ] P22 VA

- Seeglotws 720,

D REFUND ~

Lty

ey

R

NN

CIR

&
|

 AMOUNT ‘fQ{L{LQ;




i
-

-84l

In case the student relocates the book after payment of the lost materials
assessment charge, then he is entitled to a refund.
* 'REFUNDS

1. BShould only be issued for return of lost materials. Form shoul

completed as example (on follg@ing page).

EKU CRABBE LIBRARY | DATE:
NAME ¢

o lj’ST ) © FIRSY

E ;/DO f’

LAW LIH.

AMOUNT =i,_i_a REFUND

If more than one document is returned all can be entered as one transaction.

/
e

Q : | : | 4:3‘
ERIC . : x o

A ruitoxt provided by exic |8
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- MONTHLY CATALOG OF U.S. GOVERNMENT PUBLICATIONS -

(INDEXING AND FEATURES)

The Monthly Catalog of U.S. Government Publications-is the major

bibliographic reference tool for providing access to government documents.

This publication is generally referred to as the Monthly Catalog or MC.
Basically, the MC consists of two parts. The first part of the
MC is the text which is arranged alphabetically by issuing agency; this
allows one to see at a glance the latest publicétiﬁns of an agency.
The second part of the MC is the index section in whiéh ohe may

trace a docqment through one or more of four cateéariesz ,(l) subject g
heading, (2) author, (3) unique or shortened title of a document, or (k) i

government agency which published the document (see Illus. 1). Each
* document is indexed unéer at least two of ‘the above categories, but

rarely\éll four,

. INDEXING
v
In using the index of thé\MC; one must consult the index which
appéars in each current isdue and the cummulative annual index thch
appears in the December issué of each previous year, as the monthly

sues, are bound together at the end of the year.

%

R v

BASIC STEPS IN USING INDEX TO LOCATE A DOCUMENT

y ‘ j -
. __IMPORTANT STEPS . KEY POINTS o

1. Look in the alphabetical ar- . 1. The four categories are:

=

ranéement of index under one _ a. subject heading
or more of four categories. b. author’
e e e e = - . -g. tlt le

d. goverhment agency




_ ' InpEx

Stanton, lﬁ-zmk ngminat!un. hearings, 8024 | 8ieal—Continued

Stars, phntagrnphlc astrometrle technlques, three-year Inspection of nature-tone poroe

g (;uuifErEﬁE 4488 . en. 4688 _Ialn ennmels on stesl, 4540
tarting and mannging series, 448 & £ lnnnuﬁwmrcd articles,
Ilﬁi Btate Department . Stéﬂ&}{\'ﬂrker, 1 & C, rate tralning manual,

‘Ettullnrntors, dlifuslnn ‘of dense decaying
plas Marator, studics, 3386

. mlerumutunrulngy field
Calif., 1907 cooperative

3
ta, artleles com-
wtle wlicets baving apenwo
arift Commisdlon report, 4778
tobert 1, pine reproduetion weevi),

forclgn tax rellef on defense expendl-
tures oversens, GAQ repor!
aupports Enngregﬂluunl reaolution om Ho- data from Dgﬂg,
viet Jewry (statement), 4745 fleld experimant rumy
ate governments, sec.Government. Eterllnn Noveity Iro
pr— E!tutp of art, sugarheet processing waste
trentment, 4070
Htatemonts, #0e Addresses, lectures, ote,
i Bfgifen
e;ls ing Htate school fibante programas,
, documentatlon of disparities In
Limu ing of publle elementary and see- éﬁtllm code of Federa]l reg
ity HLhDB systema, by Htnte, 4064 a2 ]
publie as=sistance under *sln;k exchanges :
ATy uldEd programg, statistleal rutes nﬂﬂ {ustitutionn]l mem-
’ hip, bearla 107

Information, 4564 ) .
rul and State student ald programs lul and Uln‘rﬂtlnllul problems, heat- ) e A

3]

'Tl

1. Guyford, nomfaation, henring,

latlons, revised,

Tede
v : priut Senate document, m;mrt g782 | ings, 4007
1aws enncted i 1070 of in 25t to” Hous- ackpiling, &#ce Strategic materinly
tig and Urban Development Depart- | Seocks, Interest equalizatlon tax, tas infor-
ment, 1262 o wmatlon, 24140
pud child health services of |gy,cpgn, Callf., census of housing, 1970,

henlth ilerm,,,nenta! block statlstics, 3437

htgxld}xr(l. Theodore, L., Indlan Ocean Terri-

Erims maned by Fede 5 1 urley, 4370

grant administratlon ha 3644 | Stoleltometry, s Chomlenl renctionsd

1570 population for voting age for States, Htoruge, underground htnrukg of lmported
[#s

R b wiater in Snn gonlo Mg nren, Suuth-
planned and aetuanl long-term borrowing ern Cpnlif., 423 .
romments, 4144 aec also names o classes of nrtleles stored.

by State and loeni gove
gnlury ranges of szelecte

&tate -clugaen, | Storing: ¢
mugnetic Quxes In infl of magnetosphere

4048
Htate  and loesl governmeont apeeial during different substorm phases, USS1
- abndes B0 — —— - — — - —--strdy, 4359 I SRR e - e e
Hente experlenee with task of eriminal arban storm runcff and combined sewer
g, nw relorm hearings, 8044 gverflow poifution, Sucrumento, Calif,,
Btute-loenl - revenue Dnyatéms and educa- 4078 '
tionul finance, 29 Story of water supply for Cum%tn' Inciud-
atatuz of State hours laws for women 1 ¥ ms of \’lll'lélevluf(_lty, Gold llllxln{::]d

eince HlES[\EL of title VIT of Civil rights Hilver Clty, Nev., 1216
net, 4¢ Stowell, Chrigtupher 10, basle L]ntu on econ-

h tnzintion nf natlonal banka by States,
defer until 1073 amendment to revised omy of Romnnis, 3071

Atntotes, report, 3708 sStrendng and stresses:
Atatle: nntomated [lfL”ﬁl!ﬂﬂT} design of slmpli- .
.= effect of Procied regimes af high tempera- fled wing structnres to antq%fy strength
turc I worklng on | d itter . .
statle and fatiguc strength of hent- ted ghell theory u‘? rotuting striic-
t nlloys, USHIL study, 4390 ires (ASTROE)Y, 45 |

v

=5

BAl

helmvlnr of ELI tItL\ﬁium

gitudinal aerodynamje eharancter-
Autles of elose-canpled win nard gon-
figurptiong at Maeh numbers from 1.00

't illlL] h

to £.80, 4524-
Statiatics, statistieal model for extimation of 4 htmvlh‘ll platey, 4HH
varinbility varlances from nolsy Jdata, determining meehanieal charncterlstics of,
2557 ghestrength. wsteels  under tenslon,
2ec¢ ulso subjeets. !'fm::l u§ ‘;!l:gﬁ sb‘r cimes of high tem .
Statue of Liberty Natlonal Monument, gen- e 2 ol hlgh tempern- .
crnl information, 8paniah edition, 4628 Elltlnll"t_lc t;?u n‘%gﬁ;ggﬂlﬂ‘fﬁlcng‘:fﬂ;!fnghegs
%;:n\ nt el ‘}";‘%‘;G temperature  in reststant alloys, USSM study, 43056
eiimbon drn nage, In sltu rock temperature, stress investign-

I‘Lﬁﬁ - %tmrng. Mnr 1 4,, report on preschool pro- tlong in rock quirreles, ‘1460

. 8 of preschoal progeanis on instabllliy of glaus llber reluforced plastie
. - dlsmlvuuﬁi\guL ehildren and tl.mlr familles, |- i cls under axlal compression, 3477
nonsymmetele bu 1 n4 In progres-

slve plastie bue

Stm'l: |
: ﬂetgrmlnlng mechnnifa) eharncteristios of relutive susceptih

hi rength etesls under teaslon,
5.‘31{ 43717 B S
ingot - prndumrs! current Industrinl rpe
ports, 2800 ) s 2

structural and environmental facllitica

¥
ity of titasium alloys
orrosion, 4613
ot-salt stress cor-
ium-aluminum

martenaite transformation  detection In r

. cryogenic stdels, magnetometer develop- inventory of neronautienl ground re-
. .ment, 4648 genreh frellitien, 4400

i‘EHpmlm of T_!nltn test to speclmen varia- atructural cflclencies of B compression

bl;s 4082 o panels with curved plementa, 4511

Page 166 Do not order from index; see indicated entry :
14 . V
e e _ I - _ —
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SAMPLE_PAGE FROM INDEX OF MONTHLY CATALOG

- a0 EXPLANATORY :NOTE:

- 1. Government agency:
2, Title :
3. Subject heading
h. Author

ERIC

Aruitoxt provided by Eic:
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Subject headings can be specific as
well as genéral. |
If looking under a title, the
title;wiil be unique or a ‘shortened

version of the full title.
i =

2+ A list of titles of publications
1g indented under each category
consulted in which a number

immediately follows each title.

et

This.nuﬁber is called an entry number.
It designates the order in which

a document appears chronologically

or numericélly in the MC during

the calendar year.

Every title of a,documénﬁ has its

own entry anDEF.

Lhis éntfy nhumber is not a page

number,

Take the entry ﬁuﬁﬁéf'féllowingi-
egéﬁatitle wanted and go back
to the text or the body of the

- MC for further information,

)

!

1. The entry numbers are arranged in

ﬂuméric&ltéfder on the left hand

-Match the entry number following

the title wanted with the entry

number in ifs numerical sequence
L €

_—

From ‘the information in the

document

b

actual entry for the
write down the clasgification

' number assignedfié'it.

te=——

The clagsification number usually

appears in the lower right-hand.

corner following the bibliogrléhic

information.

. Pull the dacument. from the shelf.

. o
using the classification number.. .

itl- Documents are arranged on the shelves

by the Superintendent of Documents

o (Classification System.
ol .



(RESQURCES™ IN_EDUCATION)

By

Another tool besides the Memthly Catalog that is valuable to the

Documents Section is Resources in Education. It is prepared by the

Educatianal Resources Information Center or ERIC as it is better dnown. -

ERIC is a nationwide information network for acquiriﬁg, selecting,
ab;tfécting, indexing, sé@ring, retrieving, and dissemigating-the most
éigggficant,and timgly education-related reports. The ERIC collection is
Qn>miCTGfiéhé.(é§é gamplex@n p. 55 ).

-Its publication, Resources in Education, is a monthly abstracting

 jDufnal announcing research EEPOFté; descriptions of @utstanding_prggrams,
bibliographies, conference proceedings, curriculum-related materials,
theses, Qissertati@nsg and other documents of educational significance.
Its ccnﬁents are indexed by subject, auphar; and institution in three

separate sections. Each year an annual index or ‘two semiannual indexes
p N . ST B

" are available.
ﬁach monthly issue isﬂéige up of four basic parts: (1) document
resumes, (2) ‘subject index, (3) author indéxgrand (4) institution index.
* At the end of the year, the monthly issues are bound into thgée

volumes containing the document resumes only, because of the availability

of the cumulative indexes. . - .

S
;__ﬁ : Basic Steps for Using ERIC

1. Consult each m@nﬁhly issue for the current year for current docu-
\ o

ments on the subject®(example: READING).
A. Check the Subject Index Séction under the subject or deseriptor

READING and the applicable terms thgt follow such as READING

COMPREHENSION.

\m‘
3

T




o

adi and Foster Reading. Specialised
Bibliography R4,
. ED 113 947
' . Some Furnther Effects and Implications of Sen-
fence-Combining zises for the Secondary
Language Arts Curriculum,

ED 113 744/
Reading Ability -

The Ward J\!mfk Component of the “Wiscon.
sin Dezign H g Skill Development™:
on Skill Mastery, Sklll
ffects of Incentive Treat.
echnical Repoart Na, 333,

ED 113697

Retention, ﬂﬁd the
ments for Tem:hers

Achievement
mining the Feasibility of an Anriual Com.
missioner’s Report of the Mastery of Basic
Skills by Florida Citizens. Basic Literascy and
Busic Skills Technical Report Na. 1.
ED 113694
:An Investigation Designed to Test the Feasibili. \
ty of Using Visual Literacy Technigues and the
Languuge Expericnce Approach to Reuding to
Develop the Reading Abilitics of Remedial
Fourth Grade Readers.
e ED 113 705/

o Rgﬁ,din

- . * Reading Camprehension
’ 7 Designing Instruction in Reading: Interaction of
Theary and Practice.

- ED 111690
1 Prototypes for Teaching Sentence Comprehen-

sion 5kills to Learning Disabled Children,
ED 113863

) Reeall for Context-Related Sentences nnd for
1 Similar Unrelated Sentences.

e~ e

ED 113677

\|‘ ,

B. Each document under the subject headings or descriptors is

e

dentified by an ED number f@lla;ing the title. Choose the ED
. number(s) that you think can be helpfull. (Such as D 113 69&)

C. Take the ED:number and go back to the dacument resume QECtlDH in

‘r@nt and find it in its numerical order. There you have a summary

I\.A

of about 250 words or less.of thé material as well as basic biblio-

graphic information.

£

A ruiToxt provided by enic [ELHEERREEE NEEE

Ao



j : . ¥, . ¥
- . o L
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1 g =
b
’ ) B ' i 4
ED 113 694 Ccs 002197 - . -

! ‘ . . Powell, William R. And Oihers
Determiiing the Femibility of an Anpusl Commis-
sloner’s Report of (he Mastery of Basic Skills by L
Florids Clilzens. Basle Lilerscy and Basle Skills s :
o Technleal Repart No. |, *
. " Flyrida State Dipt. of Education, Tullshassee.: . A
Florida Univ., Gainesville. Coll. of Education. : L.
oyl Pub Date Nov 75 : ,
% Note-—4 |p. B .
. . EDRS Price HFQU 76 HC-%$1.9% Plug Postage . . %
- Descriptors—Adult: Basic  Education,  Adult - .
Literacy, *Bisic*Skills, Cri n Referenced T
" Tests, Elementary Secondary Educat Fune- : '
tional Illiteracy, *Functional Read

Lan- -

14 : guage  Skills,  Listening  Skills, “Li'l:ra(;y.
*Literacy Educmmn Mnth:man:! *Reading

] Achisvcmenl Reading  [Instruction, Writing
i

i recommends that an nnnugl repart

be ‘made 1o the © zens of Florida about the state
of literacy in Flarida, The concept of literacy is

defi in terms oflevels of literacy and basic

zkills r:qmr:d to achieve the different levels. A

review of the literature on literacy is the bazis for

three suggested levels of ligeracy: (1) pre-literacy,

composed of skills which are il unstable and

transient and which allow a on to complete

the tazks demanded by socisty in its elementary

- schools; (2) basie literacy, composed of stable
o skilla'mensurable at a grude level of upproximate-
) ly 5.35und (3) career literacy, composed of oceu-
pmmmﬂy specific akills und functional and sur-

i rable at a grade level of ap-
c ince work Is ong of the primary
functions of bt:lng an independent contribuling

member af society, career literacy iz considered

necesaary for A penon 1o become minimally

- L - literate. The basic skills uré those language and
’ compuy itional processes essential for lllgra:y and

_upon which further learning depends. It & recom-

-mended that s statewide ernt fmn “Aggexsme

device be conatrycted to identify“the essential

tuzks which need to be sccomplished ir each skill

. »urtn (MKM) TR, :
% | )
D, If you decide to look at the title'in its entirity, give ED number- .

to a staff member who will pull the microfische and sét ‘up at the .

microfiche reader. (NOTICE: PATRONS NOT ALLQWED TO, FULL OWN

'MICROFICHE! ).

2, Use same basic process with bound volumes.

A, Cansﬁlt bound index volumes under appropriate subject headings or
| " descriptors-and obtain ED numbers. .
7 - B. Go back té.bauﬁi resume volumes for abstracts or summaries. |
Spine—seéf(fhe Ecund volumes will indicate location of ED

numbers desired. ’ T .

R S BRI T

ERIC ~ - »

Aruitoxt provided by Eic:



The .CI8 INDEX dg tnother tool t.hat ;15 used frnqucntly Jue}& as the
Mt:mthly cﬂtalag and LRJC‘ ~ The CIS/INDL'}C s publiched monthly by the
-~ Congressional Informatlon Service, ' o -
The: CIS/II\IDEX Shﬁtlﬂ,ﬂt‘i and indexes he*arlng“ fnpc:xrtﬂ Vcarmittee
L pr‘:lnts, and c)ther cé@;euPiﬂnaL papers iﬁnued during the previeus month.
‘Ev’ery quarter, the Cls/INDEX contain a cumilative index o the document s
that were c’:av‘eréd dmriﬁg-the pﬂ.st. ﬁhI‘EE months, ’ |

: At the end of the year the CDZ’TSI‘ESE;DHEI Information Jervice
Dllbliuhé‘s tv.m VDllllTlP 8 };‘nown asg the CI.:/Annual Theze two volumes

cumulates the mtérlélls faor the entiré year with one valume. ;@ntaiﬁlng

ing the index. |

‘the abstracts and thé second valume
ain index (subject, r%amesget_c.)

. The index volume is made up of the
and additional ;ndexag, Howevef; the malyN index is the one to ‘bécamcerned
with at: the pre.;ent t:ime.

AERANGEPENT or MA]ZN INDEX .' _ ‘

1. The index is arlaﬂged a,lphabétlcally, and one may look up his infarmatmn
accm‘ding to: |
" a., subjects of (ID(Z—L'lmFE’nfS and ﬁéaringsg .
bi. subjeets di 2us sed by individual witnéése 9. :
‘¢, names of Euﬂmf § Cccrpéfatg or indixfiduﬂlj, '
d ‘affiliations of 'witnés's_es aﬁd-ﬁ.‘aufh@rsl
_ e, nlsmes of S\lbc‘i@tﬁ}'ﬁittéég? |

7
;

- f. official and popylar names of 1aws, re;;cxrtg, bills, ete. ,
g upéx;‘lal infcrmaﬁ::[@n formats (blblmgrapmes statistical data,

cc;ngress;mnaj; committee activity report s, ete.).



- t

-*2. ihelsﬁbdects or entries will aépear in dark Eald pfiﬁtAwitgﬁkeyv

,;ff:title Eﬁrases indenteﬁ and afraﬁged aiphabeticallyignder each appropriate
subject. . | | . '} | o

‘3. An accessor or entry number follows each ﬁ;tle.' This basic number is
Padé'up of a letter and three humﬁers followed by a dash and a ‘serial
number (examples: H781-30, J8Ue-5, s5ha-17).

" h. Thé accession or entry number locatesz the materésl in the ABSTRACTS

* volume,

ARRANGEMENT OF ABSTRA?TSijiqME;
 ;;JThe Abstzag%;junium;ﬁiarﬁasieally é:ragged int@_three sections:
aH (House ) - -
b, J CJ@int)
é.‘S (senate)
E-!The gésﬁracts are then arréﬁged by&aceessiaﬁ or ehtry numbef in s
numerical order invgsch gf@upg o _ ) R

=

- 3¢ .The abstract of the document prcvides mﬁch informations



Sample Abstrac:t R ;f_.;t'_;.

L ‘Ti}g ’D"ﬂwlﬁg mrﬂpli sntry thows the ininrmnunn canuiﬁm ina !ypn:ul abistract,
1 ‘ St v H961 - Hearings A : N .
| . 'TEMPORARY - - | . |
‘ « Committees, House , ’ ‘
Cisg . i o
accedsion number A - FisE
h:jr publication — . - H961-8 V.5, INTELLIGENCE ) . it
25 2 whole . , S AGENCIES AND ACTIVITIES: . tilleot
\ o _ RISKS AND CONTROL OF publication
: - . FOREIGN INTELI.IG RCE, .
o date ' Part 5,
) E** g Nawv. 4, 6, Dec 9:12, 11, o
rglih[mn , . , o 1975, 941, v — -Congress and SESEiDn i
C T ———— évlglig-égéﬂﬂ;mig-‘m T wvilability symbols
. GPOstock T A — SRR T T — D‘g@i’;‘g"‘}g;‘fﬁgfﬂ“' .
e B e ) o Y4108/18:10n8/ pt. 5, ey e number A
! cIs n;;:{;:m:he — 76600610, S . o
v avallability and . — . C . . e : S s
£ Continuation of Select Comrnittee on Intelli-
![ fumt count genee hearings on U3, inteligence ngenciesand. - Superlnh}ﬂdent
{ activities. This volume examines secreey of CIA - . ) S'f Dﬁ?u;{‘ l;;n ts -
' Library of Congress activitics, (ncluding confNdential budge( and pro- ﬁ'jr?bg% won
| card number curement practices and cavert foreign inielli. . T R
P - gence operations. \ L : : o ' ' ’
o for e _ date of
] i‘.“"?dggiggi;g "f.HEMN-E‘I Nov_ 4, 1975, p 15671583 —— " testimany
i piilS awhole. = él;lﬁi!nﬂ ELAKE. John, Dcp Dir, Admm, !
+ { . - .
o F"3
i ) DUCKETT, Carl, Dep le §Eléﬂ€: ane Tech- e erencn
! Ci5 nalorgy. CIA
; acc:afsslcln niurzben; MELSON, William, Dep Dir, O3, CIA T :
" or indlvidua “HAccompanied by Ri Mit o abstract )
panied by! Rogovin, nchnll SpEc abstract of - o .
i Hem of testimony Cnunscl ta [ir of Cenmal lnltlhg:mc testimony ! '
K - E ' Fo . Durumm Replies toogommit tee qucshuns fe-
) \ names ‘and ‘gnmmg Cl A funds allocation and éx pcﬂduur: .
Pt affilations )  -findncial reporting procedures, and contraet-
l . of witnesses mglprntur:m:nl prncucés u £
’ s . EEEEY e . =
S o 4.0«
' ] ) .
| - : S b
i S, .
]
| ‘1 ! s
| - : |
| ‘ _ . ¥ .
f ! [
i
B ff t
i i
\ . . .4 !
| ! i o :
i . ;z:.:,' -
¢ =0 ,
% o 57
\‘1 o ‘Y v .

Aruitoxt provided by Eic: .
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Aruitoxt provided by Eic:

STEP-BY-STEP PROCEDURE OF LOCATING MATERIAL.

v

Using the Bsub.jeéf. '_crf ADOPTION, let us now go E‘tépeﬂbéifstep of

ilc:cating materiala thr@uph the CI.;/INDLJ{. _

Administrative l‘m:gd g A
Cansuiner prgluchnn fm@ gdqltf,raled food,
Slél—d 4.7
Postsl Rearganization Act, nm:ndmems.
; HB21-7.1
Sotlal securlty appesls process, H782-147
Supplemental security incame program
hearings ¢xaminers’ ‘qualifications,
H78i-102 ¢
Adolekeents o ] oo

C ign-gibsidy payments, :

suthunzmmn. H301-3, PL93-241
F(tster care and adnp(mn policy issues,
. . .5342-17
' lmﬁ]ngmm status of adopted alien fzhx]dr:n 5
s ) of slngle US paicnls, H523 2, §573-20,
S PL94-15%

\ L *Indian child ndnpuun and foster care pﬂh:y .
' abuses, 5441-25" ‘ ) . -
Adule education ' ’ |

- Cambadian end, Vietnamese refugee edue,

.4 Fed aid to State programs, 5543-22
' . Y Fed cdue legislation 8 of Dee- 3T, 1974,

' . * texts compilation, H342-5

a

e

. Choose whi\:h title Uﬁdéfnéath the subject that you think will
‘ )
hélp ycu and éc:py t‘he accession or entr;y number. :

~Adoption
7 i ’ DC adaption submdy payments, : :
ACCESSION . . suthorization, H301-1, PL93-24] T T
gy : Foster cate and ~ TITIE
NUMBER " 7 Foster cafe and adoption policy issues, g;;ﬂs-———

5542-17

Immigrant stans of ndapl:d slien children
“of single US psrents, H523-2, §523-20, ©
"PLO4-15%

" Indian child adoption and foster care ‘policy

abuses, 5441-25



3. "Go to t.he ADSTRAC‘I‘S vclume, turn tc: the apeeifiﬂ Eectlnn (in

; o this caaE, "S" far Senate), arld lm;ate the ﬂc\:e:!sién DUmber
— 4n its numerical arder- , \

.~ ACCESSION 2> $542-17 FOSTER GARE AND
© iNUMBER .+ . ADOPTIONS: Some Key
Lt T Polley Issues. -
S . © Aug. 1975, . 94.1, x.+41 p.
N : .~} CIS/MFI3 eltem 1043,
Y4.L11/72:F81.
13613(75). . 75‘602377
.Report fof the Subcorn o Ghildrer and Youthpre-
pared by Paul-E. Mott on issues c;x)m:ermng fos-
‘ ler care and adoption. Cantains- summary of
o findings and recommendations; trends and pro- '
grammatic issues; currenl legislative, regulative,
and Judlt:lill requirements; and discussion of “poli-
T u:y questions and” I:g:slnnk: proposals. : . :
T T Ineludes bibliography (p. 40- -41). ’ \

e $542-18  LEGISLATIVE c:ALENgAﬁ
' e - No,. 6
’ ’ Aug." 19, 1975, 94.]..
219 p. Oversized, '
. Y4.L11/2:94/cals. :
f;'umulall\n: record of mmmltlc: activities to
'bﬁug 19, 1975 < o-

N

b chir_the SuDocs nusber and .check ‘sh'_éives to se¢ if we have it.

§$542-17 - - FOSTER CARE-AND -
_ — . . ADOPTIONS: Some Key -
L S ' N v . Policy 1ssues. .
. ' Aug. 1975, 94-1.  xi441 p-
t Dt : . _ t CIS/MF/3 eltem 1043,
SHDD(’S — —————— Y4L1I/2F8I.
e NUMBERTES T eiatre T s 602877,
S : Report for the Subcorn on Children and Youth pre-
S VY e T pared by Paul E, Mott on issues concérning fos- .
_ler care and adoption. Contains summary of s -g%
findings. and recommendations; uends and pro- : 7 ] R ' (
Bramimatic issucs; current legislative, régulative, ‘ N T
“and judicial rcqmrcm:ms,and dlﬁ;ussmn of pﬂh- :
-y questions and legishtive y prupnmls .
- Includes bibliography (p. 40-41), L T %

Aruitoxt provided by Eic:



55 If ye da nﬂt have thp paper copy Qf the ﬂmgument it is available

‘J’a\ »; 3 gﬁimicrafiche.

- Micrafiche are>located in cabineta hear tﬁe hearings.-

 §- Micrafiche are arranged- by years first then by EEGEgSiSD
_numbers. (Far iﬂdtﬁﬂ?e the abcve dacument wag fram 1975

. &go to 1975 drawers find ‘the "g" gectian, and locate numericaln

.

by 542 -17.
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62~

" AMBRICAN STATISTICS ‘INDEX

.

A tabl;ihat is very similar in itg arrangement to the CIS Inﬂex ;

s the American Statistigs Index (or ASI for shart) Hawever? its .

eanteﬂta are dlff;rent frcm the CIS.Index. The ASI is a egﬁprehenéivef

/-
guide and -index ta t e statistieal publicatinns of the U. S; Gavernment@
This service consists of a basic editicn} and it hag annual and

manthly aupplements. Like the GIS/Index thé AST 1is an indexing and

abstragting serviee! In the ASL one may find pericdicals, annuals,
biennials, gimlannuala, publicatians in series}'apecial and irregular

——— :—pubiicatians,~and indiv1dual publ catic nsI"(%heASIchlectiﬂn appears

on micrcflehei 7 _ s

,% ‘ A detail d d scrlptien on how to use the ASI to retrieve a

o décumentran the micrafiche will nct be givén heré. If one ha’
warking kncwledge cf the éIS Index he can apply similarly the game',;
basic stepg to the ASI althaugh it is a little more camplicated

- Qﬂe word of” cautlan neeaﬂ to be. stateﬂ here. "Our eallectién @fb

ASI micrcflehe is nct camplete. WE Dnlv take the mlerafiche gavering

:EOﬁdepés;tary items. Note in the abgtract sectian whether the titlé

is available for selectian by depgsltcry librar;es; i.e. ®Item nﬂ
. \; . i
. i . .
;If it ig, we w;ll ‘hot -have it on mlcrcflche in AST i'd y@u w;ll
. have to check the shelf 113t under its Superintendent of Dccuments

ee if. i l hive it 1ﬂ prlnted faxm.

i

" classification to s

=




'DISCARD BARLIER

DOCUMENT -
DUBLICATE:

ERRATA

. GENERAL QUESTION

MICROGOPY

MIGRDFICHE

CovE [

MICROFIIM -

"PHOTOCOPY

SRR

£ :
RESHELVING

REVISION

2

' RIBEON ARRANGEMENT

Extra capiea of the same title.

A question of a Airectional or " informational Qa_j;y

| A roll of f;lm Dﬂ wh; Y

~area but not actually checked out. .

SEARCH GUESTION

GLOSSARY

Means that a document is to be’ reméved from'

the ghelf and replaced by a new editign.

An foicial publication that ia published at

.. government. expense-whether it be at the: local

state, federal; ‘or interﬂatioﬁal level.

y

A plastic card that is used to provide

directional information to the location of,

~docutients that are shelved out of place..

Bri¢ document or acceasion number théf i;"aﬁ‘

identification number . sequentially- asaigned
" to. dacumentg as they are prccessed

-Sheets ligting c@rreetinnﬂ fnr documents
_'cantainlng wrong 1nf@rmation._z_

= [

nathre. .
A

A copy‘repfadugeﬂ‘ffom mierofilm Gr-micfofiche

) by means of a gpecial machlne and which appears
in negatIVE form. . P z P

A amall card or sheet of mlgrafilm usually

4 in. by 6in. on which it is possible to-
recard‘a number af~pages -of-mierocopy.

document's or any

printed pages are photcg:, hed in a reduceﬂ

 size for storage cGQVEnlenc,,_

A ccpy @f printeﬂ materlal made by a. special C

machlne which photographs the ariginal page.

The caunting of all mater;als uged iﬂ the -

A dacumeﬂt wHoge cantents have been updat d
or entlrely changed.

The filing of documents fram left to rlght on
each shelf but gaing frém tap tc bcttam in:
each section. .

A questlon of a more specific nature requiring _
the use of indexes or going to some area of L
documents tD get materlalu.

Pages thaf update’ parts of a dgcument that

is usualLy loaseleaf.




E)

s,  L “-"7 . ABEREVIATIONS

»

Listed belgw are some of the' most c@mﬂgnly uaed abbreViaticns in the
Gavernment Documents Secticn. , , .

ﬁl'dapy

no.

pt.
'refp_'A
SuDocs. no.
supp.

trans. -

V. or vol.

"Gavgrnment Printing Office ..

- revision o

; addendum .

American St&ﬁist%gs'InEex ,

Commerce Glearing ngse (Cangressicnal R
Index) . A

'Cangressional Infarmatian Service

duplieate ’

i
Educatianal E&sgurces 1nfarmatinn
Genter - oo o

Hﬁmaﬂ’Rélgﬁi@ﬂSgArearEile

L]

‘Monthly Catalog of United States :
! chernment Publieati@ns
. ;‘*i . N
~number 5

part
Superintendént of D@cuments Classificatiﬁn;f-v
‘number -, 7 - "

[

3

supplement o

tr;nsmiﬁfala ;3' i ' . ®




Subjeets ate arranged in alphabetical arder with

each entry. referring ta page numbeﬂg)

AbaEFtEEiEm o : o
American - Statistics Indsx
_Area (Gleaning up) g

B@Qk‘Trucks
Breaks

'Card Catalog((State) =
Cards, .Circulation
Cards,, Time. .
‘Catagories State Subject
Circulati@n cof” Materials
Circulation | Slips (Filing)

' Circulation Slips (Filling mut)

_ CIS/Inﬂex : s
Wt 0IS/Index (arraﬂgement)
;" 'CIS/Index (Procedure of Using)

' Glansiflcatlan Ngmber (w:iting)

Gleanlng up e

Color ‘Code

Ggmplaintg .

Cgunts (Time)

SUBJECT INDEX

> Dinner Hour 4 5“;Lﬁ;m

W
WL

_Discard Barlier’ - .
Documents; Circulation af

-\ Documents, ' She
Daeumentsi_Shéifiﬁg of (@tate)
- Document s, State '

Document s (With Samé SuDDGS Numher)

-Dress
Dummies -
. Duplicates

Duties, Asalgnmént of R

Duties (General)

' “Emergencies

- BERIC-:
..ERIC (Basic Steps)
Erratas B ?é
‘Fine . Slip (Eampleting)
Fm:s PR i
Fines, Ph@tccmpying
Finesg Pracedures for Paying

13

EXS
B

‘Documents, Arrangément of (Fedéral)
1 Documents, Arrangement of (State):
Dacuments;{Lettering and Labelling
Documents, -(Shelved out .of Place) -
g of (Federal)

| i a iv Eiéi'

1&

W 19«21

i .2\

L O

15, 16 l7

34 -39 -
DS B

£9-30

11-12
. 11-12
- 29-30;

28-31

RS
11-12

i, 15; 16
5,10
& 8-10 .

y
5555
5555

1k, 15

* hs-48
36, L5 us_

Q5J3§

=

B



.. Materials, Lost = .- .%r,
Microcopy . »__;:.{;
Mierofiche T N N

‘.-Maqthly Catalgg IndexL jé“ . :;G

'f“Drganizatian -Chart’ (Library) o _
" Organization Chart (Dacuments Sectian)v

| x"Emligles

iEiné%,.?fﬁééaurgé'fﬁr Paying’
thenefalhéuééti§ns Y
Héurs;(Wérking) |
_Identificatinn Neeﬂed
Illnessa

Interacccunt (Charges)
Interagency (Charges)

i Labels;-Fedéral"(Pasitigﬁ of')

‘Labels, State Documents
Lettering (Pcsitian Df) b
Loan Periods ¥ e
Lost Materials (Finés)
_Luﬂch ngrg R

_Machines, Migrgfiche (Cleanlng)

Micrafiché, ERIC
Microfidhe,. Filiag Df
Mierofilm f

Micrafnfmat (Dther than ER{C)
Monthly Gatalcg ? )

: Number c1assificat;gn (Writing)i
3

Dverdue Materiala .‘& C
-Pay (Student) LA R .
Permigsion, Special (Circulatian _

of Documents) . ke
Photocopy - ’ ;"‘
Student @Eneral)
Publlc Services

Questiﬁns, General i Lo

L Questiaﬂs, Search

= 7

Renewails (Dacuments Checked Dut)
" ‘Reservie Books -

Reger ve Books, Fines '%i
Reshdlving - : B
Resources in Educaﬁian (ERIC)

‘:Respcnsibilit;es (Genemal)

—r-—Revigions : if
Ribbon Ar:gngememt-\: 5
R L o - 3 » 1 3

ks

10. .-

ol

gy

36, k8
63 T

, 63
fhﬁEﬁ; 55 55

. 6, gk, 61
5 63

ES-§7

:,.-_v_x :é hg 51 ‘ .
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#

" Studying . . . R T
Subject Categnries (State) e S E 31

"

Warg Schedulgﬁ, 51 o : ' "

‘Search Questions - B IR he
' Shelfreading T ~ 10.

lves, StraightEﬁing af T L 9

_.Shelving (Procedures) - ’ C 1)-17, £9-30
- -Bhelving, Reapnnsibility of - - .. -8, 30..
Shelving (Rules) - . : 11«17, £9-30 - .

State Bubject Catagaries BT o 31
Statistics (Daily) . -~ . S bz

Supervisor, Student ' R >

Telephone .,

. Time Card -~ = i ' i B
-/ Time (Make up) . O S DO
-~ Transhittals ..~ . . h ©10, 1k, 15
Trucks, Ecak E R . 9, 22-23,

et

“Tw
i

-67=




